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FRANCIS
Email ID: francis.361091@2freemail.com 

Date of Birth # 10th Sept 1968                                                                                                       
SUMMARY OF QUALIFICATION

Professional accountant with solid experience in hospitality industry. Has thorough knowledge in Receivable, Payable, General Cashiering, and Paymaster, Bank reconciliation prepaid expenses etc.
WORKING EXPERIENCE:
· Worked as an Accounts Receivable Supervisor in Hyatt Regency Dubai, UAE (One of the leading Five Star Hotel properties with 400 Rooms and 361 Apartments from 15th March 1992 to 25th September 2005.
· Worked as an Accounts Receivable Supervisor in Ramee Group of Hotels (Regal Plaza Hotel),  Income Auditor, Accounts Payable, Paymaster and also handling payment collection, from 09th August -2006 to 22nd Dec -2013.
· Currently working at Raviz Center point Hotel Dubai as Accountant.
Career History in Hyatt Regency:
· 15th of March 1992 to 30th March 1994 as Food & Beverage Cashier
· 01st of April 1994 to 31st of July 1999 as a Night Auditor.
· 01st of August 1999 to 15th November 2000 as Assistant Income Auditor
· 16th of November 2000 as a reliever to the Assistant Accounts Receivable, Accounts Payable, General Cashier, Paymaster and Credit Card Supervisor. 
Food and Beverage Cashier and Night Auditor 
· Preparation of Outlet receipts and its settlement either 
· Through cash credit card, city ledger or room account Etc.
· Audit the reports of the Front Office & Outlets cashiers
· Cashiers, Business Centre & Laundry etc.
· Credit card reports for the day are accurate & Batch transmission
·  Paid outs, corrections, & charge codes used by F/O staffs. 
·  Start the roll over functions of night auditing.
·  Prepare the daily report and distribute them to the various Depts.
General Cashier/Head Cashier/ Paymaster:
      -    Collecting Cash Envelops from Safe Box with witness
      -    Prepare the daily cash register for local & foreign currency 

      -    Balance all cash transaction with Night Audit cash report.
      -    Deposit all transaction in the bank daily basis Prepare the petty cash Vouchers for re-
            Imbursement.

      -    Staff details should be maintained + prepare staff salary before month end & salary
           Distribution, maintain new staff Joining & Resigned file (prepare staff leave salary,
           Gratuity & final settlement & Execute Bank Transfer and pass the month end entries.  
Accounts Receivable Supervisor + Accounts Payable 
   -   A/R: Record all the receivable invoices in the systems. 
   -  City Ledgers, Credit card payment and Advance payment etc.

   -    Make the invoices for receiving of payment from various Corporate Companies, 
       Government and Travel Agent etc.    
   -   Posting and balancing of all Pmts received. Follow up the pmt.
   -   Prepare the Aging report and reconcile the all A/R Accounts
   -  A/P: Checking invoices with LPO/Quotation

   -  Update invoice journal & Posting invoices in system
   -  Before link, balance Purchase ledger and General ledger

   -  Preparation of cheques & Maintain cheques log book

   -  Maintain Annual Maintenance Contracts

   -  Passing daily & monthly entries and filing of documents

   -  Maintain Govt. Payment / Important payment details 

Other Duties:
    -  Responsible for maintaining accounting ledgers and performed 

    -  Account reconciliation & Reconciled intercompany ledger account.           

    -   Passing the daily and monthly entries and filing of documents.

    -  Monthly booking prepaid expenses & monthly booking Provision
    -  Maintain staff leave salary/gratuity and passage expenses. 

    -  Bank reconciliation and corporate companies’ ledger reconciliation.

    -  Maintain the status of funds (cash flow statement).

Income Auditor:

    -  Responsible for all the night auditors and cashiers.

    -  Verify the figures reported into the daily revenue report & balance them.

    -  with the guest ledger. If any Discrepancies to the Director of Finance.

    -  Audit revenues derived from telephone charges, business center 

    -  And fitness center. Analyze the monthly expenses and prepare journal entries for

         Month end adjustment.

    -  Entering monthly forecast figures in the hotel computer system 

    - Compare with the daily revenues. Audit the general cashiers report on daily basis.

        Counting of all hotel cash float distributed to various cashiers. Duty roasters of the

        Cashiers   and their annual vacations.

EDUCATIONAL QALIFICATIONS

Secondary School Certificate in April 1985 from St. Mary’s Junior College, Shirva, D.K

Pre-Degree Course in April 1987 from St. Mary’s Pre-University College, Shirva D.K

F.Y.B COM, Completed in November 1988 from University of Mangalore, India.

Diploma in Hotel Management ( Food & Beverage ) from November 1990 to April 1991 from the Institute of Hotel Management Catering Tech & Applied Nutrition, Mumbai, India.

Driving License: Holding U.A.E Light Vehicle Driving License Valid until April 2019

COMPUTER SKILLS

MS Word, Excel, Lotus Notes, Internet, Email and a normal typing speed. Working with accounting software “Maxial” Hyatt International Developed Program and newly implemented software “Scala” “Opera” and “Fortune” IDS Ramee Group of Hotels & Resorts and WinHms Raviz Center Point Hotel LLC Dubai.
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